ey

.,

1] vnadt

~

/M'L

is anticipated. Records lation. The records will cease be retained for the period
have ceased to have to have value to warrant their of time indlcated. '

value

tion. o

to warrant. reten- retention after the perlod of s
‘ o time indicated. :

'z..

Ttem

- No.

‘ 5. Descrip‘bion of Records - . | ~©_Pe Recommendation
Describe records .accurately: Include title, form number, | of hall 'of Re~
purpose, size .of documents, inclusive dates, quantity {cubic] cords and Board
or linear fee*b), and show recommended retention per:x.od. _ of Public Works.

2.

-

1. | METER BOOK PAGES - ;n

The meter Yook pages (43"x 9*) are designed to a.ccanodate /Q._“.,._d,,
6 yoars' readings. Meter readings are taken svery 6 monthsl /7 - 7
Information on the page indicates the address, location of | | Creerr
‘meter, date of reading, the meter reading, ths water con~ - See Extension Sheet
‘sumption botween readings and total water consumption at .
@ach reading, Fron the meter books the bills and Billing
Register are prepared.  Each page is mmbered ascording to |
territory, book mmber and page. - This mumber 4is used for
M1ling 'purposaé. After the water meters of a glven tere .
ritory have been read, the meter books are returned to the
1 office for Hilling purposes. Pages which have been £illed | -
.out are removed and placed in an inactive ile in mmerical] -
order. Very“littls refarence is made $0 tha inactive file
{cone after 3 years). The active file oocupies 80 linear
feet of shelving (25 cublc feet). The inadtive f£ile dating
from 1949, occupies 8 cublc feet in the 1lst floor wault.
| Anmual accumalation of inactive pages is 2 cutic feet.
- RECOMMENDATION: Retain in inactive file for 3 years and
then destroy., | o -

Bills mailed to custamers are in two parts, The UW
tion 15 retained Iy the oustemer vEaly the st 3172" | /"4”&7
4 1/4") is returned to the Camisaion, at the time ths ‘m.ll @ﬁ{‘é&mheet

2

Agency, Division or Bureau Representative

. M Supervisor of Record Survey / d ; o3 -
Title 7 Date

Signature

Schedule Authorized as indicated in Disposal Authoriz ad as Indicated in

Col.

18-//0 /3 g,

6 by Hall of Records Commission. | Col. 6 by Board of Public Works.

.
et

H

1G¢

3

E"”

Da: ignature

C 14
te- - Signature

"WeSeSeCo { fUEST FOR RECORD RETENTION SCI»ﬂ‘-.{:.. o "| SCHEDULE NO, / G '
A~949A . To be submitted to the Records Management Division _
) Hall of Records Commission . ’
- ' | Page No. 1
I Requesting Agency . 26" Division or Bureau of Requesting Agency
A B C L , .
| Dispose of presemt 1" . Establish retention sche~ Microfilm and destroy .-
1 accumilation, No '{X]dule for records for which originals, Originals
itional accumulation there is a contimiing accumu~ if not microfilmed would




Form HR-RM la
(51

Hall of Records
Cominiesion

™)
53)

(Continuation Sheet)

( ' ~ SCHEDULE NO,
. QUEST FOR RECORD RETENTION SCH. v

A

Page No. 2

L.
' Item

No.

Describe records accurately.
purpose, Sizc of documents, inclusive dates, quantity (cubic

5. Description of Records

Include title, form nunber,

or lincar fect), and show recommended retention period.

6. Recomnendation
of Hall of Re-
cords and Board
of Public Workse

in paid. Afber processing, posting to the Billing Reglster

| suditing, only occasional reference is made to the studs.
Woommwlns to type of consmer (heavy consumers)
billed menthly rather than semi-anmually) and filed in

daﬂy bundles in mmerieal order by account mmber.
annual rate of ascumlation is aproximately.3 oubic feeb. .
B11l stubs occcupy 9 cudic feet of office area, 1951 to date,
6 cubdo feet in the flrst floor wanlt, 1949~1950 and 40
cnhd.c foot in the bastment f¥ault, 1935-'1948. Prior to

The

%adnplioateafthe B3 (4" x567) was returned with the

Supervisor of Record Survey

J

RECOMMERDATIONs Retain for 3 years o undil andited, whiche
ever is later, and than destroys

pale

4 14




~ '« +Form HR~RU L a EXTENSION SHEET ~.  |SCHEDULE no. 26 & 17
.Y (10-1-53) For ' Aitienal Information For list¢" ms

On Indicated Schedule Page Wo. 3 o+

a Hall of Records
- Commission )
1.  Requesting Agency 2. Division or Bureau of Requesting Agency
. GASHIVGTON SUBUXBAN SAWNITARY COM, FATER REGISTRAR ‘

3 - 4. Description of Records
Item . .
No. ' ‘ . -

1o 2| These thres record 1tens » Meter Baock Pages, BAll Stubs and Billing Register -
Scheduls 16 | are the products of the billing process, The weter books are taken Ly the
moter readers at the time the semi~tnnual or wonthly reading falls due.
and return, the books are sant to the IBY office in ths bLasemsnt for pro=
p

o IBN office prepares the b1ll and the Billing Regioter which
Sohedule 17

T
i
¥,

the Vater Repistrar's Office, The meter books ars also yreturnsd
&t wiich time ths filled pages &re removed to the inactive
pages inserted in their place, The books are then ready for

are m3iled %o the customer. The Billing Register 4s secured in

covord, dach volume contsining the billing information from

approximataly ten meter books, The customer returna the HAIL stub v th

his payment and proper posting 4s made on the Billing Register, Ths stubs

are only ocorsionally referred to after the snmual auits The Billing

Reginter is kept ourrent by bringing forward all unpaid balances and

cumnlative information. Heference to the Reglater during the first two

years is frequent and very 4 nt theresfter, Herofilming 1s recon-

.. monded for the Billing Register (Scheduls 17, Ttem 1) as a space saving
device and also for ease of reference. The faet that mierofilming has -

® alroady boen accomplished for the Billing Reglster for ths period 1949 throngh

1952, was not & determining factor in making this recommendation, dHut rather

consideration of such procedure was based on the actuval need,

?8
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